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General WITS Tips

Context Bar: This area of the WITS screen gives you a constant reference to the user, agency, facility, and selected client.

Navigation Buttons: WITS has a number of standard navigation buttons, usually found in the lower right portion of #f€ screen. These

are:
. Cancel: Quit the screen without saving.
. Go: Initiate a search or selection.
. Save: Save information and remain on current page.
. Finish: Save information and return to previous page.
. Next/Previous: Takes you to next or previous screen in a particular section.

Action Items: When clicked, these allow you to perform a function or administrativé action. These typically allow you to create pr add a
record, view a previous activity, or in some cases delete an item. Actions argglways underlined.

In WITS, required fields are indicated in bright yellow. Fields that arefiot required to save the tacord, but are required to complete the
record, are light yellow. White fields are not required; gray fields4re read only.

Uker: Conrad, Jennifer : April 2008, Ver 1
L Administrative Agency,, Administrative Unit . . ;
Client: e Lo pourt
'zjr) The filter you created has been applied to the client list. -—
Client Search
Agency Facility |
First Narnel LastNarne|
san | po[ |
Client D | Provider Client ID |
Treatment Staff | w | Primary Care Staff
Case Status | Al Clients v | intake Staff v |
Other Number li Number Type | A | Cleyr 1
Client List (Expor) Add Client
Client 1D Full Name DOB SSH Gender Aptions -~
2118145538100 Aleha, Lulu 111881 111-23-3455 Female Profile | Activity List




General WITS Tips

Left Hand Menu: You are able to access any
area of WITS open to you by clicking on the
left hand menu. On some menu items, an
arrow indicates that sub-menus are available.

Searching: On any search screen, WITS
allows you to search for all acceptable
records without inputting any criteria. Or, you
can narrow your search by inputting known
items. Enter the items and click Go to begin
the search.

Note: You can perform a wild card search to
broaden your search. For instance, if you
want all individuals with a last name
beginning with Sm, enter Sm* in the last
name field.

When you are finished with WITS, you mus
log out using the log out button in the upper
right hand corner. If you do not, you will not
be able to access WITS from a different
computer without having your login reset by
the WITS Administrator.

o afro=—VWiIT S

Home Pages
Sgency e
Client List W
-
SAlternate NHames
Additional Information
Contact Info
Collateral Contacts
Other Mumbers
Hiztory
Activiby List -
Epi=ode List
Swy=etem SAdministration -
My Settings -
Report=s

Home Page
eyl Agency D7 Treatment Program
(Clent Lisy ¥ ]
Clent Profiz b Frst Name
Activity Lizt I | ‘
Episode List )
System Adinshaion CirtD |
Ny Seffings b TreatmentSta v
Reports Case Statis | Al Ciets v

dano=WiTs

Home Page

Agency »

Client List ¥
(Client Profilgl ¥

Afternate Names

Other Number

Facily v
Last Name ‘
w8
Provider Clent D |
Primary Care Staff
biaie St v
Number Type ‘ v ‘

Client Search

Adolescent, Test | 1439287659100

Client Profile

First Name |Test

Midde Name |
Last Name|Adnlesoent

D7 Treatment Program, 7th Judicial Dist. DC Tx

Diagnostics

Provider Client ID

Client ID 1439287659100

7=

| Print Report — Finc view

April 2008, Ver1

Logout




General WITS Tips

Textbox: Text boxes are designed to allow the First Nanﬂ
user to enter data in manually. Some text fields
have specific formats which must be used: First Name: Shirley Note: When a field is read-only, it is grayed-out.

. DOB/Date: mm/dd/yy

. SSN: nnn-nn-nnnn DOB (3/3/00 32000

Phone Number: nnn-nnn-nnnn

SSN| |

Scrolling textbox: Scrolling text boxes are used to
capture notes and descriptions. A scrolling text
box allows the user to enter at least 500 e 01 22
characters. Some have no character limits. An

example of a scrolling text box is a Comment field.

Comments

Drop-down box: A drop-down box is used when
only one entry may be selected from a list of
values.

Mover Box: A mover box is used when more than

one entry may be selected from a list of values. Living A + [ Hometeza/Shelt BI
Some may SCI’O”. Ning Arrangemen -fnomeles Efer

Mover Box with Radio Buttons: The user selects

. . . . . Race Selected Race
an option with a single left click. Before selecting
. . Alazka Native F American Indian
the mover arrow, they must select an option, using Asian Indian H =
the radio buttons located between the boxes. In Black, African Am., Or Negro =
. . Chineze M
this example, if the user selects # of days, they
click the Radio Button, and put the number of days Ethnicity Selected Ethnicity
in the textbox using the keyboard. The user then Cuban Wexican, Mexican American. Chicano
moves the OptiOﬂS to the select box using the Mot Spanizh/Hizpanic/Latino ||| other Spanizh/Hizpanic/Latine
. Puerto Rican =
upper arrow adjacent to the Selected box.
Consent Options Conzent Expires Upon Selected Options
Admizzion ~ =
Client Diagnosis H F Dizcharge J
Client Information/Summary
Client Needs Matching [»] [ oroaye j

November 10, 2008




Accessing WITS

Using Your Browser to ] Goge- et tere e BE|
.:'r

A c c e s s WITS Fle Edt Vew Favortes Todls .de\p : : aul

L}'Batk J |ﬂ @ ﬂ /_\ISEE!'Eh ‘f:\?Favor\tes eMed\a 6‘3 [\'. :’\; v _J @ ‘3

Browser: WITS requires Internet Explorer 6.0 s ] NGRS PE
and higher. To access WITS, backspace over the
address in the address line, and type the following
URL in the Address Line of your browser, and hit Address‘ |
the enter key.

Links [5) TOSHIBA Access @ Custamize Links @ Free Hotmai - @) RealPlayer @ Windows @ Windows Media

TRAINING: http://idaho-training.witsweb.org idaho-
WITS

Make sure you have pop ups turned OFF.

VWARNING:
Access to thiz system iz restricted to autherized uzers only. Viclators
zubject to imprizenment and/or fine. Centinuing beyond thiz point certifiez

Warning Message Box: You will be warned that
you must be authorized to use the site. Click Go if

you are authorized. (If you have a User ID and a your understanding and compliance with all applicable restrictions and
Password, you are authorized to enter WITS.) regulations.
Note:

Upon =&lecting "Go", you may be azked if you want to cloze the window.

NOTE: Once you are assigned a login to the Select "ves” to access the system.

production site, where you will enter live client
information, you will have a different URL. That :E

will be: http://idaho.witsweb.org Versi
ersion:
@ April 2008, Ver 1




Accessing WITS

Identity Management

You will receive a system generated email with
the following information: Log in name (User ID),
initial password and initial pin.

User ID: WITS requires each user to enter their
ID. The user ID may follow a convention such as
the first letter of the first name, and the last name,
or it may be random. You should have received
an ID from your WITS Administrator. If you have
not received your User ID, contact your WITS
Administrator. After entering your User ID, hit tab
to enter your password or mouse click inside the
Password box.

Note: Your User ID will never change.

Password: To manage your identity, a password
has been assigned to you. As you type it in, you
will see small circles for each character to
maintain the security. After entering your
password, click Go.

Note: When you log in for the first time and
periodically thereafter you will be prompted to
change your password. Change it to something
you will remember and that someone else could
not easily guess.

idaho-
WIT.S

User D |

Password | E

&

idaho-
WiIT.S

User ID |j|:unrﬂl:l

meurﬂ |"""' E

&«




Accessing WITS

Identity Management

PIN: After clicking on Go next to the password,
you will be asked for your PIN. To manage your
identity, a Personal Identification Number (PIN)
has been assigned to you. It will be lengthy and
will not appear to follow any convention. This is to
prohibit someone from being able to guess your
PIN, and access the system as you. After entering
your PIN, click Go.

Note: When you log in for the first time and
periodically thereafter you will be prompted to
change your pin. Change it to something you will
remember and that someone else could not easily
guess.

]

idaho-

WiITS

Uzer ID jeonrad

Pazzword el
—

P [senanns T

&
I



Accessing WITS

Home Page

. . -ir) There are currently 1 people that have been referred in.
Your Home Page will tell you how many clients e ———
have been referred to your agency.
. Summary Posted Date Start Date Actions
YOU WI” See any announcements for your agency | want everyone to have fun at the training today S/12/2008 1:35 AN 51172008 Review
You can set up a schedule for yourself and edit it.
Schedule for: 5/12/2008 Refresh Edi/Add Schedule
Start End Summary Status Actions




Accessing WITS

Agency and Facility Setting
Once you have successfully logged into WITS,

you'll be directed to the “Change Facility” screen. I
Most users will be associated with one Agency,
but may be associated with many Facilities.

Use the drop down boxes to choose the Facility Current Agency Administrative Agency,

you wish to be working in. The drop down includes Current Facity Adminisirative Unit

only those facilities to which you have been given New Agency | Administiative Agency. v

access. Everything you do (with a client record will il i Ui ]

be within the limits of this facility that you select. Cancel  ((EID
The exception is the client search — because

clients are within the higher context of an agency.
Once you have selected your Agency, click Go.

Note: If you have access to one facility only then
this screen will not appear. You will go
immediately to the Home Page.

Note: You may use Cancel and go to the menu
on the left. However, you will not be able to
access any client records until you have picked a
context.

At the top of your screen, you will now be able to

view your Context. Context defines the User: Conrad, Jennifer

boundaries within which you can work within this Idaho=WITS Loc Dadnne Agency,, AdminisiiiCR
session. It always shows the logged in user, the Client: One, Thing | 1539287547100 | Case #: 1
Agency and Facility, and, once a client has been
chosen, the client.




Accessing WITS
IUENURV/ITS

Changing Password and tome Page |
Context SITTE
Client Lizt & Current Agency Administrative Agency,
Go to My Settings. You will see menu options Sy=stem Adminiztration / Current Faciity Admujn:.strati\f'e Unit
that will allow you to make changes to your My Settings) ¥ _— NNWWA:EE}:\:::IKTRW :I
context Agency (if you have access to more Change Facility e T
than one agency), Facility (again, if you have Change Pazsword/PIN
access to more than one), Password, and PIN. | Report=s

Charige Your Password

Current Pazsword |

New Password |

Confirm New Password |

Cancel E




Client Search and Profile

Overview: All information within WITS is eventually tied
to a client and an intake. Each client is owned by an
Agency; individuals outside of your agency do not have
access to your clients unless you specifically consent
and refer within WITS.

1. From the Agency Home Page, click on Client List in

the left-hand menu. 2
. . . Agenc}fb Agency Idaho Department of Correction Facility‘ v‘
2. Before entering a new client in the system, you -'m et st
. . . lient Profi
should always search for an existing record. Using sy s s o
the Client Search screen, enter any fields you wish sy::;“:d;f;m” lent Provide Cient D
to use in your search. The more information you My Selings b Trestment taf| v Prinry Care Stal
enter, the narrower you make the search. After you Gase Stalus | Al Clens a iiske taf v
enter your search criteria, click Go. The system will obertumoer| ] Nurber Type | v e @@
return any records that match your search oriteria.
ClientID Full Name DOB SN Gender Actions.

Note: You can perform a wild card search to
broaden your search.

For instance, if you want all individuals with a last

name beginning with Sm, enter Sm* in the last name _— ,
field. Client List (Expor) Add Client
Clignt 1D Full Name D08 s Gender Actions

You can also use a “wild” search on dates: =EE
01/01/2000 : 12/31/2000 — returns any record with a 180385BBAT 110 Mous, Mickey 8101978 123546585 Hale Profile | Activiy Lis

date in the year 2000. 1259811116110 Nelon, Bob 2ME/1968 122121111 el Profie] Activy Lt
23T56ATIO0 Tes,Jemnifer 4T 24538765 Fermae Profie] Acty Lt

Note: You can search for the client by a known
“Alternate Name” or alias.

3. If you find the client, click on Profile or Activity List to
view. If you do not find the client, you will need to
create a new one.




Client Search and Profile

If you don’t find the client, click on Add Cli
a new client.

Enter all information in the Client Profile. Make sure
that information is entered accurately, as it will affect
future searches for the client in WITS and in GAIN
ABS.

Note: The Gender, DOB and SSN fields are
particularly important, as they feed into the system-
generated Client ID field. Once the Client ID has
been created by WITS, it cannot be changed.

You do not need to enter additional information;
however, if the individual is under 16 you will be
required to enter at least one collateral contact.

Once you have entered all information, click Finish
or Save.

Note: It is really important to get the client’s social
security number up front. However, if this is
impossible, the system will accept “000-00-0000” as
a dummy SSN. This is the only SSN you may enter
more than once.

Once you choose or create a client, you will see the
client’s name appear in the Context area of your
WITS navigation bar.

Agency b

Eemis] ¥
Client Profile b
Activity List -
Epizode List

System Administration »

My Settings »

Reports

gdafo=WwiTs

Home Page
Agency b
Client List ¥
v
Alternate Names
Addtional Information
Contact Info
Collateral Contacts
Other Numbers.
History
Activity List &
Episode List
System Administration b
My Seftings »
Reports

idanosWiTs

Conrad, Jennifer

Administrative Agency,, Administrative Unit

Client Search

Adgiinistrative Agency, Facilty | v
% First Name| Last Name| |
s | e —
Cient 1D | | rovider Client D |
Treatment Staff | v Primary Care
Case Status | Al Clnts v] Intake Staff | v
Other Mumber ’7 Number Type | 4‘(:!«_:_; @

Add Client

Conrad, Jennifer = April 2008, Ver 1
Administrative Agency,. Administrative Unit =
Print Report  Frint Wew Logout
Client Prokﬁle
First Name Provider Client ID
Middle Name Client ID
Last Name
Record Created By Conrad, Jennifer
Gender v Last Updated By
DoB Created Date
S5N Last Updated Date
Driver's License| | ‘ v
o v s ]
D @

Canrad, Jennifer
Idaho Department of Carrection, Test Facility
: Mouse, Mickey | 1809666667110 | Case #: 1




Client Profile

Other Client Information

The other Client Information Pages can be used to

capture additional information about clients as follows: Hom Page iﬂemat& Names
Agency aut Name First Hame Middle Hame Actions
. Clent List ¥ Mick ee
1. Alternate Names: Known Aliases used by the .
client. Information entered can be viewed in the list;
and either reviewed or deleted. You can addan 'C‘””t’””c:j"‘“'”“”’“”“
. . Gntact nio
Alternate Name by clicking on Add Alternate ol Coracs
Name. Enter desired information, then select Otvertumbers | Frstlane Nide Name
Finish or Next. ey Lasthame
Activity List &
. . Epizode List Eﬁ @E ﬁ
Note: If you enter a client alias or alternate name,
you will be able to search for the client at a later
time using this name. — -
o e
Agency B Races Selected Races
Client List ¥ Alaska Native Lo J
Client Profie ¥ Asian = | =
2. Additional Information: Race, ethnicity, special L MR 4
L
needs, general comments and language Contact nfo TR T T =
H H H H H Collateral Contacts Ethnicity w |
information. Enter desired information, then select Gther Numbers
Save’ FiniSh, or Next. ACH‘B‘DW Special Needs Selected Special Needs
ivity List - one ~ elopmentally Diza
Episode List :D Response = ﬂ mrllisfﬂcutlt)lbirn%\m;ﬁ:hng or Nonambulation
. . System Administration » Moderate To Severe Medical Problems
Note: To close the intake at discharge, you must My Settings - Orgasicabylinsed Brobien v
have all “light yellow” fields complete on the Client Ferers I
Profile, and your client must have at least one
address.
English Fluencyl Vl
Primary Languagel vl
Interpreter Needed C | e |
Concel (EHE> FREn Rl TS




Client Profile

Other Client Information

Home Page

'c"l_ge:i’_’ :v Home Fhone # Created 412472008 12:32 Fld

IENT LISt
Contact Info: Captures Name and Address Clert Frofe ¥ Viork Prane # Updsled 41242008 1245 Pl
Information. Enter any phone numbers or an email e s Vobie Prone #

. . ional Information
address, then select Save, Finish, or Next. If you Contact Otter Prone # |
want to add an address, click Add Address. Cﬂ"ﬂ‘ﬁ;ﬂ‘ﬂﬁfﬂm Fax |
T NUMDErs
History
Activity List b ’
. Episode Lit Email Address ‘
Note: You do not have to input an address to save ¢ . insmiors |[FRTS T
the record, but you must add the address to have My Settngs - Address Type Address Confidential Created Updated Actions
a completed client profile. You must complete the ~ *™**
client profile before you can close the intake at
time of discharge.
Add desired address information and then click
Finish. TR @ @ @ E
Address Information
Address Type | | Confidential
Address Line 1 T

Address Lmez‘
cay| e I —
Cancel (B




Client Profile

Other Client Info

Collateral Contacts: Any contacts that might be ey
useful to the client’s treatment. Can include y oy Wariow Fatrer ves
school, judicial, family, etc., as well as the ability e
to indicate consent to contact.
-
All existing Collater acts will appear in the sy

System Administration b

list area. e T -

You can review or delete an existing Collateral

Contact.

To add a new contact click the Add Contact

hyperlink. First Name | Address 1|

Enter relevant information, and click Save or Last Name [ Address 2 |

Finish. Relation | ~| Cty [ State ~|zip|
Gender | hd | Email |

Note: If the client is under 1 e of entry, Date of Birtn | ssi | CanContact| 9|  ConsentOnFie[No ¥

you must enter at least one collateral conta HomePhone[ | Notes

save the record.

Crea

Last Update




Client Profile

Other Client Info

6. Other Numbers: A way to record numbers, such
as case numbers, IDOC numbers, etc. for the
client (these are searchable items on the client
search page).

You can Review existing other numbers. —_—

Home Page 1

Agency b

Client List ¥

Clent Profile ¥

Aternate Names
Addttional Information
Contact Info
Colateral Contacts

[other Numbers

History
M

Episode List
System Administration b
Iy Setings b

Reports

Or you can add other numbers by clicking th
Other Number action button.

After entering information, click Save or Finish.

Note: You cannot delete Other Numbers once
they have been used; however, you can enter an
end date and inactivate them for future use in the
system.

s

Other Numbers

Humber Type
Department of Correction

Number Type
Number

Start Dals
End Date

Number Type |

Number |
Start Date [EM2/2008 |
End Date
Status

Contact

Start
412412008

Comments.

Actions

Review

Add Other Number

G D




Creating an Episode of Care

In WITS, all activities are based upon an active
episode of care, which is started by an intake. A client
may have more than one active episode of care, but
these must be in different FACILITIES.

You must do an intake to perform any client activities
in the system.

You can view any episode, whether open or

closed, by clicking on the Client’s Episode List in
the left hand menu, then choosing to review the
Episode.

If you want to start a new Episode of Care, click
on Start New Episode.

You can also get to a new Intake screen by
selecting Intake under the Activity List in the left
hand menu.

Note: You cannot start a new episode in the
same facility if the existing episode’s status is
Open Active.

Enter all required information for the Intake. The
system will pre-fill some information for you, and
will keep track of the case number (intake
number).

Click on Save or Finish.

Home Page Episode List for Mouse, Mickey Start New Episode
Agency b Cased  Satus Facilty Intake By Intake Date Closed Date Actions
Clent L&t ¥ 1 Open Acie Test Facity Conrad, Jemifer 4248 Review

Clent rofe b

Actvy st b

Epiznde Lisf

onrad, Jennifer
Administrative Agency,. Administrative Unit
Client: Aloha, L | 2119146538100

dalo=-WiITSs

Home Page Intake Case Information
Smercy[b; Intake Facilty| Administrative Unit v > cases2
Client List ¥
ntake Staff| Conrad, Jennifer ____—— v Case Status| Open Active v
Client Profile b
Activity List ¥ Initial Conta; - Date of First Conta t:tl
: County of Res. v Intake Date|[S/5/2008
""" ments B Source of Referral w Pregnant w | Due Date|
Consent 2
Referralz
Episode List Referral Contact w
System Administration - /Add Referral Contact Info HV pm,ﬁve
My Settings b

Presenting Preblem (In Client's Own Words)

Special Initiative

Acquired Brain Disorders

Adult with Organic Disorder wie SED

Adult with Severe and Persistent Mental liness
Adult with Severe Emotional Disturbance
Inter-Agency Service

Child Protective Services (OCS)

Court/Legal Interface

Developmental Disabilities

Domestic Vislence

Special Initiative Selected

[allv]

|3

Inter-Agency Service Selected

[ (e

LA V]

Date Closed

Cancel EaE R




Assessments: GAIN

Creating the Client in GAIN
ABS

You must have a GAIN Agency ID number (which must

be entered by the Agency Administrator in the Agency
Profile screen), and your own GAIN-ABS login and
password to complete a GAIN assessment.

1. Access the GAIN Administration Screen from the
Client Activity menu; click Assessments and then
on GAIN.

2. You must first create the client in the GAIN ABS
system. Click on Sync Client Profile. This creates
the client in the GAIN ABS system and will enable
the Perform GAIN Assessment link.

Home Page
Agency b
Client Lizt W7
Client Profile
Activity List ¥
Intake
Azzezzmentz T

/

/ﬁ order to star @ GAIN assessment, you must do the folowing:
/ 1. Complete Client Profile Module in WIT3.
2. se the Sync Client Information action button below to send4he Client Profiie information fo GAN.

3. When you receive an information meszage that the record was *Successfully Synced”, click on the Perform GAN Aszezsment action button 1o launch a GAIN window. You
willnezd a GAN account to do this. {If you dan't have a GAIN Account, please call your WITS Administrator).

4, After completing the GAIN- Aszezzment, click the Download / Update GAMN Summaries action button, which wil pullthe GAN information back into WITS 2o that # can
become part of the Client’s electronic medical record.

5. To view a completed GAN-| Summary, click the Review action bution.

B. If you are doing @ GAIN-Q Azzezzment, click the action tem "Create GAMN Q Activiy” after performing the azzezsment in the GAIN ABS system. This wil create an activity
recard for this clienf's GAN-Q Asseasment

GAIN Domain Created Date Last Sync Date Sync Status Actions
\Hﬂinis:ra:ive Actions
{Sync Client Profile Perform GAMN Azzezzment Download/Update GAIN Summaries Create GAN Q Activity




Assessments: GAIN

Creating the Client in GAIN
ABS (cont)

3. The system will give you a message at the top of
the screen, telling you the sync was successful.

4. A successful client sync enables the Perform
GAIN Assessment button.

5. Click on Perform GAIN Assessment. This will

open the GAIN-ABS window right on your Screen,\ Administrafive Actions
W y1c UEn Perform BAIN Assessment

without closing WITS.

1aano=WiTs

Home Page

Clent Profie b
Activiy List ¥
Infake
Assessments ¥
(AN
Consent
Referrals
Epizode Liat
System Adminiatration b
My Seftings
Reports

User: Conrad, Jennifer April 2008, Ver 1
Loc:  Administrative Agency, Administrative Unit

R Client: Child, Needy | 2559301009100 | Case #: 1 s Lowout

"lr) Successfully Synced at 7:48 PM on Tuesday, June 03, 2008,

In order to start & GAM assezzment, you must do the folowing:

1. Complete Client Profile Module in WITS.

2, Use the Sync Client Information action button below to send the Client Profile information fo GAIN,

3. When you receive an information mezzage that the record was “Succassfully Synced”, click on the Perform GAN Azzessment action button to launch a GAN window. You
willneed a GAN account to do this. (I you dont have 3 GAN Account, pleaze call your WITS Administrator).

4, After completing the GAN-| Assesement, click the Download / Update GAIN Summaries action button, which will pullthe GAIN information back into WITS 2o that £ can
become part of the Clients electronic medical record.

5. To view a completed GAIN-| Summary, click the Review action buton,

6. If you are doing a GAIN-Q Assessment, click the action em "Create GAN Q Activty” after performing the aszessment in the GAIN ABS system. This will create an activiy
record for this clent's GAN-0 Assessment.

GAIN Domain Created Date Last Sync Date Sync Status Actions

Download/l pdate GAIN Summaries Create GAM 0 Activity




Assessments: GAIN
Performing the GAIN

GAIN ABS ;
L

1. Enter your login information, including login name \
and password.

Note: These are different from your WITS user
name and password.

2. Hit Login. Login Name - fconrad1@feinfo.com

Password

Remember my login name

NOTE: If you encounter any problems with the GAIN
ABS website, please contact
abssupport@chestnut.org or 309-451-7700 for
assistance. Your WITS Administrator cannot help
you with GAIN ABS issues.

Online GAIN training: http://training.gainabs.org/




Assessmentis: GAIN
Performing the GAIN (2)

3. Click on “Search Client”. GAIN @\BS

— '9 Chestout Health Systems

Messages
Gearch Client

Welcome to GAIN ABS Beta. This site was last updated on May 7. 2008.

If you have any questions, please contact ABS Support at abssupport(@chestmit ore or 309-557-1400.

4. Find your client using the search client function.

%AIN ABS

El— — ] Chestout Fealth Systems

Criteria

Last Name child
First Name

SSN

Client Number

Date Of Birth i

Search | Clear |

[ |



Assessments: GAIN

Performing the GAIN (3) GAIN ABS

N - e

5. Click on the client’'s name to select. Note: Your

\ Criteria
search may return more tha one client.
Last Name child
First Name
SEN

Client Number

Date Of Birth #
Search | Clear |
Needy Child 05/05/1993 000-00-0001 2559301009100

GAIN ABS 4
6. Main = Search = Logout m C;

Click on the Client record button. - -
\ETNN Client Record View
Needy Child Chel
= § Needy Child Client Record

Create New Treatment Episod
reate Tew Treatment Episace [£1Treatment Episede 1 ( 06/03/2008)

Edit Client

GAIN ABS

7. Note that the Treatment Episode button is now
green and the menu changes. Click on it t
Episode button to select the Episode.

e N

Client Record View

Treatmen

8. Click on the GAIN | or GAIN Q instrument, ——7 S tritue i

GAIN-I Data Entry

= ¥ Needy Child Client Record
$ @Treannent Episode 1 (06/03/2008 )

GAIN-[) Interactive Interview

GAIN-Q Data Entry




Assessmentis: GAIN
Performing the GAIN (4)

GAIN ABS

: Assessment Header

9. Begin the Assessment.
Instrument Type - Participant ID
Instrument Version - Treatment Participant ID

Template - GAIN- 5.6.0 Full v Participant Last Name

Participant First Name

‘ g Participant Middle Initial
Sodial Security Number
Other/State ID
Observation Value

Observation Verbatim

Assessment Date - [6/3/2008 =
Study Site ID Reference Date = i =
Local site ID - S . [os:19
staff 19 . = ] Tharen g © @uormng | Otarnoon
Staff Initials - [c Session ID
Language Date of last assessment

Begin Interview Save Cancel

10. FOR THE GAIN-I: Once you complete the GAIN GAIN ABS 4

Assessment, you must generate the GRRS. e — e —aem 9 [

Client Record View

GAIN-I {Conducted on
ESEaR = § Needy Child Client Record
=] @Treatment Episode 1 06/03/2008 )
Edit Data Entry QG_-\I.\'-I {Conducted on 06/03/2008 }

Yiew Assessment

11. FOR THE GAIN-Q: You do not need to generate a s R
report. Generate PFR Report

Generate GRRS Report

Continue With Interview

Generate GPRA Report

Generate Full Assessment Report




Assessmentis: GAIN
Performing the GAIN (5)

Select from the radio buttons to set how to identify the client:

® First Name
11. GAIN-I only: Follow the steps to generate the Ontials
GRRS. O Client Number
O Enter your own
H Generate New GRRS |

GAIN-I Recommendation and Referral Summary (G-RRS)

Staff: Jennifer Conrad

Name: Need: v
Screening Date: 6/3/2008

Presenting Concerns and Identifying Information
SIS EEEE X B o v B

DATA] 3 ING DATAJ. Needy [MISSING DATAJ with no apparent physical abnormalities. Needy was
tstestone by [MISSING DATA] Needy stated that the reason for coming to witstestone was because [MISSING DATA]. Needs
MS.SI’\ 'G DATA] Needy [MISSING DATAJ.

View Uncdited

" chitdren; Grooming appesrance; Referred by; Entar reason 107 coming (o rastmant; School or training history; Job history; Entar custody
1t aciaress, parents’ marital status, addresses of relevant parents or guardia:

Prompt: Marital st
e

Add your own prompt here:
@ Prompt needs to be reviewed O Prompt reviewed but not resolved © Prompt resolved

12. If you did a GAIN-I, make sure you save your
GRRS.

13. Once you complete the GAIN Assessment and your
activities in GAIN ABS, you can log out and close
the browser for GAIN ABS. Y

[_==Previous | [save] | Save and View G-RRS |

REMEMBER: If you encounter any problems with the GAIN ABS website, please contact abssupport@chestnut.org or 309-451-
7700 for assistance. Your WITS Administrator cannot help you with GAIN ABS issues. Online GAIN training:
http://training.gainabs.org/.




Assessments: GAIN

Recording GAIN Activities in
WITS: GAIN-I

Any GAIN-I's previously synced will appear in the
GAIN Domain portion of the screen.

If you have performed a GAIN-I, you must
download the GRRS summary from GAIN-ABS.
Click on Download/Update GAIN Summaries to
download a new GRRS, or to update the GRRS
for the current client. You will get a confirmation
message for a successful download.

Once you complete a GAIN-I and download the
summary, you will be able to view it from the
Client Activity List Screen. Clicking “Review” will
take you to the GAIN screen, where you should
click “Review” while holding your control key.
This will bring up a copy of the client's GRRS in
WITS.

Note: The GAIN-I is now a consentable object.

Note: If you need to make changes to the GRRS,
they must be made in GAIN-ABS, then you must
Download/Update a new Summary. WITS only
stores the latest copy of the GRRS.

Iadano=WiTs

Home Page
Agency b
Client List ¥

IaalioWInS:

Home Page
Agency »
Client List ¥
Client Profile b
Activity List ¥
Intake
Assezsments ¥
IGAI
Consent
Referrale
Episode List
System Administration
Iy Seftings b
Reports

Clignt Profig b

Py 5} ¥
Intake:
Aszseszments b
Conzent

Cliant Activity | ist

ad, Jennifer April 2008, Ver 1

A trative Agency,, Administrative Unit

hild, Needy | 2559301008100 | Case #: 1 Logout

In order to start a GAIN azzezsment, you must do the following:

1. Complete CI;L.nt Profile Module in WITS.

2. Uze the Sync Client Information action button below to send the Client Profile information to GAIN,

3. When you receive an information mezaage that the record was *Successfully Synced”, click on the Perform GAIN Aszezsment action button to launch a GAIN window. You
willneed a GAIN account to do this. (If you dont have a GAIN Account, please call your WITS Adminigtrator).

4. After completing the GAIN-| Aszezsment, click the Download / Update GAIN Summaries action button, which will pullthe GAIN information back info WITS zo that it can
become part of the Client's electronic medical record

5. To view a completed GAIN-| Summary, click the Review action button.

8. If you are doing a GAN-Q Aszezsment, click the action item "Create GAN Q Activity” after performing the azsezsment in the GAIN ABS zyztem. This wil create an activity
record for this clients GAIN-0l Assessment.

GAIN Domain Created Date Last Sync Date Sync Status Actions

GAN-I 1312008 /32008 Success Sync | Review | View Error Log
Administrative Actions

{S nc Client Profile Perform GAIN Assessment ~ Download/lpdate GAN Summaries Create GAIN O Activi

7

April 2008, Ver 1

El
=

Print ‘ew

strative Agency, Administrative Unit

|, Needy | 2559301009100 | Case #: 1 Diagnostics

Actions
Client Information (Profile) 52008 In Progress (Details) Review
Intake Transaction 412512008 42512008 In Progress (Detais) Review
GAIN-| Summary 6/3/2008 6132008 Completed Review



Assessments: GAIN
Recording GAIN Activities in [l bt S

Child, Needy | 2559301000100 | Case #: 1 iznos Logout
-

WITS- GA IN-Q Home Page In order to start a GAIN azzezsment, you must do the following:

Agency ¥ 1. Comalete it rofie Hod n WIS,

Cient Lt ¥ 2 Use e Syne Client information action button below to send the Clent Profie nformation to GAN,

Clent Profie b 3. When you receive an information mezaage that the record was *Successfully Synced”, click on the Perform GAIN Aszezsment action button to launch a GAIN window. You

Activity List ¥ wil need a GAIN account to do this. (If you don't have a GAIN Account, please call your WITS Administrator).

If you have performed a GAIN-Q, you must create intake 4 Aftercompletng the GAI Assssement, lckthe Download / Updste GAN Summaries action buton, which wil pulthe GAM information back nto WITS 5o thet  can
P . Assezsments ¥ become part of the Client's electronic medical record
a GAIN-Q activity in WITS once you complete the ’ .
IGAIN 5. To view a completed GAIN-| Summary, click the Review action button.
assessmenton GAIN_ABS Congent 8. If you are doing a GAIN-0 Assessment, click the action item "Create GAN Q Activity” after performing the assessment in the GAIN ABS system. Thiz wil create an activity
Referrals record for this clients GAIN-0l Assessment.
Click on Create GAIN-Q Activity to create an SE“IB””:;“_“ ey | CAPOTR Created Date Last Sy Date Syme Status Actons
.. . - yatam Administration
activity record for this client and to record the Wy Selings > B E2LE SEHE S Sune] devee| V2w Erorog
activity as complete in WITS. Reports
—_—
Y ” b k d f t t Administrative Actions
ouwi € asked | YO.U are .sure you want 1o {SyncthentPrcNe Perform GAIN Assessment Download/lpdate GAN Summaries >CreaieGA\NQAdmtg

create a GAIN-Q activity. Click Yes.

Once you complete a GAIN activity and record it
in WITS, you will be able to view the activity and

its date from the Client-Activity List Screen.
NOTE The GAIN'Q 1S Agency & Activity Activity Date Created Date Status Actions
now a consentable object.  CientLst ¥ Client Information {Profile) % 42472008 412412008 In Progress (Detai) Review
Clignt Profiis I Intake Transaction 412412008 412472008 Completed Review
v GAIN-Q Assessment 412412008 412412008 Completed Review
1ED Consent (D7 Treatment Program) 412412008 424/2003 Completed Review
Assessments )
— Referral (07 Treatment Program) 4/24/2008 4/24/2008 Completed Review
Referrals Congent (First Rezponders) 5/5/2008 5/5/2008 Completed Review




Assessments: GAIN

Viewing the GRRS

If you have downloaded the GRRS (GAIN-| dah0-WITS User: Cound, i S ' PR
Summary) using the GAIN Administration Screen, e b b [ IABT [ Ch BT

Client: Ben, Ben | 1209966557120 | Case #: 2 ggoosti Print e Logout
you will be able to view the GRRS report and print it Home Page Client Activity List

from WITS. Agency b Activity Activity Date Created Date Status Actions
EzdiEy Consent (7 Treatment Program) 12102007 41812008 Completed Review
1. From the Client Activity List, click Review for ‘C‘B_ﬂf?mﬁf" GAN- Summary 120412007 950008 _ Comeled N Beview
the GAIN-I Summary activity. e Consent (ato Oice o1 Drug Pocy) 12008 4182003 Complted Review
Ll:take -~ Conszent (FEI Test) 3112008 4182008 Completed Review
e Clent information (Profie) 308 11672008 Complted Review

2' ThIS WI” bring yOU to the GAlN AdminiStration Home Page In order to start a GAIN assezzment, you must do the following:

Screen. Find the GAIN-I and click Review. Agency b 1. Campite CintProfe odue i TS,
Clint List ¥ 2. Use the Sync Client Information action button below to send the Client Profile information to GAIN.
L4 3. When you receive an information message that the record was *Successfully Synced”, click on the Perform GAN Assezzsment action button to launch a GAIN window. You
ti iti “ - ? d off Activity List ¥ N
Note: It is critical to have “pop-ups” turned off,

eed @ GAIN account to do this. (If you don't have a GAIN Account, please call your WITS Administrater).

s Intake AIN-| Azzeszment, click the Download / Update GAIN Summaries action button, which will pull the GAIN information back into WITS 2o that it can
and it is helpful to hold down the CTRL key ’ ’ :
Assessments ¥ dical record.
while bnnglng up a report in WITS. [GAn] 5. To view a completed GAIN-| Summary, cick action button
Consent 6. If you are doing a GAIN-Q Assessment, click the action item "Credl Activity” after performing the azzessment in the GAIN ABS system. This will create an activity
Referrals record for this client's GAN-0 Assezsment
Eneude] e GAIl Domain Created Date Last Sync Date Sync Status i
H . : . . System Administration b )
3. This will bring up a new browser window with y Seings » GAN 1242007 352003 Success SncTReview | View Error Log
the GRRS summary. To print, click on the Reports

browser’s print icon. You can close the new
browser window without affecting your current
session of WITS.

Sync Clignt Profile Perform GAMN Azsessment

Create GAIN O Activity

"Atlminis:ra:iwe Actions ‘

GAIN-I Recommendation and Referral Summary (G-RRS)

4. Both the GAIN-I Summary (GRRS) and GAIN- .. ... Evalustor: Adminsirator WS
Q activity can be consented and referred Date of Birth: 21207179 Sereening Date: 32572003
within WITS.
Presenting Concerns and ldentifying Information

Lioyd is a 52 year old Caucasian/\WWhite male who ig divorced and has no children. He presented as a typically groomed individual : having limited hearing or other hearing problems;
having limted vision or other vision problems. He was referred to GCC by "Lisa Moore”, ("Social Worker”). Lioyd stated that the reason for coming te GCC was because " need to
improve my situation, my life is out of control". Lloyd last attended school or training more than 12 menths ago. Lloyd reported working mere than 12 menths ago.

Prompt - Enter custody arrangements, living situation, current address, parents' marital status, add; of relevant p /guardians Whoe has custody?

Following is a five axiz summary of Lloyd's problems. Thiz is follewed by a narrative summary of the evaluation procedures, a detailed substance use diagnosis and treatment history, an
assessment of placement and service needs, and the evaluator's recommendations for specific services and level of care/program placement to best address them.

Evaluation Procedure

A3 part of Lloyd's evaluation, the Global Appraisal of Individual Needs (GAIN) was orally administered by others, done with pen and paper. The evaluator reported that other people were




Consent and Referral

Consents

Home Page Client Consent List
Click on the Consent menu item. This will display a ;‘rﬂ*’:“gt" ESEE L alys R

list of all consents made for the client. Click Review -~ e Pastor Deais S Aclie Yes
. ) 22008 D7 Treatment Program Active Yez
to review any consent. bEmE V24007 Discovery Hyuse Aciive Vas
hiake 2802007 7 Treatment Program Active ez
ments G EJ20RE ldaho Office of Drug Policy Revoked Yes
4118/2008 Riverside Recovery Revoked Yeg
If you wish to add a new consent, click Add New Egisode L 1812008 Second Ageney ke Vs
Client Consent Record on the Client Consent List.  sysenadgnsiiony | /#2008 taho O ofDrug Poley Reies Vs
My Setings b 11112008 Idaho Office of Drug Policy Active Yes
Reports 4/18/2008 D7 Treatment Program Active Yez

Client Disclosure Agreement Create Referral Using this Disclosure Agreement

. . y . Note: Consented information may not be redisclosed.
If you are viewing a current consent, you'll notice Client iame: Ben, Ben N

Client ID: 1209966557120

that once the consent has been created, it is read T T TR A B T SR

Entities with Dizclosure.
only. =

[Liser==T |0 Agency Non System Agency
Disclozed To Entity

From an existing Consent, you can create a referral, (Non System Agency) PoStor Demnis Sih
Purpose for dizclozure Family Counseling
or you can revoke the consent.

Consent Date 3/11/2008

Has the client signed the yes
paper agreement form

Client Information Options Consent Expires Upon Dizclosure Selection
~ ,F = +Days Client Information (Profile) (UD, +10)
Health Azsessment GAIN-| Summary (UD, +30}
Client Screen F 2 3} sDays.
DENS AS| Aszeszmen
DENS ASl Lite F Exp
Dizcharge
Drug Test Results =
Encounter Detail 0
GAIN-0 Assessment Description
GPRA Azseszment
GPRA Interviews b,

Comments Other Dizclosures \

T




Consent and Referral

Creating New Consents

Enter information on the Client Disclosure
agreement.

You can consent to any agency within WITS, or to a

Client Disclosure Agreement

Note: Consented information may not be redisclosed.
Client Name: Mouze, Mickey
Client 1D: 1808566867110 [}S
Disclosed From Agency: ldaho Department of Correction
Entitiez with Disclosure|

non-system agency.
Note: While a non-system (non-WITS) agency
cannot view the consent in WITS, you can still store
the consent record in WITS as a part of the client’s
electronic health record.

The consent date is critical as it drives th
information available.

You must also indicate whether or not the clienj#ras
signed your paper consent form. If you an
the information will not be available to € agency to
which you are referring the client.

For each “Client Information Option” or domain t

will be consented, you will need to indicate an
expiration. The expiration can be based upon
discharge date, date signed, or other event. A
template has been created by the state for most
general consent needs.

Agreements 4 |
Dizclozsed To Agenc:.r| Mon System Agency v |
Dizclozed To Ent'rty|
(Non System Agency)
Purpoze for disclusure|
/ Conzent Date(S/5/2008
the client signed the_
ﬁaper agreement furm
Client Information Options Conzent Expires Upen Disclozsure Selection
Admission ~ |F Discharge(UD)  +Days]
Behavioral Health Assessment
Client Infermation (Profils) |? Date Signed(DS)  .pays| =
Client Screening ~ —
DENS AS| Assessment [ other eventioe) Exg <
BENﬁ ASlLite = F Crim Just Cond o
igcharge Exp
Drug Test Resultz tFJF}
Encounter Detail Description
GAIN-l Summary
GAIN-O Azsezzment b
Comments| Other Disclosures)

e B @

Note: Because the client must sign a paper
consent form, it is imperative that you maintain
a system for filing consent forms as you do
today. The client’s signature cannot be captured
or stored in WITS.



Consent and Referral

Creating New Consents

Client Disclosure Agreement
Begin by entering the information about the agency "“te:c°““?f§:1‘:::‘:z_ﬁ:£ﬁcﬁmre"‘“"“‘e"'
to which the consent will be made. This can be an Client ID: 1309586867110 [}S
agency in W|TS, ora non-system agency. Disclosed From Agency: ldaho Department of Correction
Note: If you are disclosing to a non-system agency, E”‘“BW“:\”BC'US”: v/
H “ry; resmen
you must type the name into the “Disclosed to , ]
Adenc (NOI’]-S stem Agenc ) box Dizclosed To Agenc:.r|Nun Syztem Agency vl
g y y g y ) Dizclozed To Ent'rty|
(Non System Agency)
The consent date indicates the beginning of the Purpose for disciosure]
consent window. It defaults to today’s date, but can Consent Date[FER2008
be changed if the client is consenting information Has the client signed me
from a prior period. paper agreement form
Note: If the consent is for today’s date, any activity Client Information Options Conzent Expirez Upon Diaclozure Selection
done yesterday will not be included in the scope of Admission A)| [ ischargequn)  +Dayd]
h t Behavioral Health Asseszment
the consent. Client Information (Profile) |? Date Signed(DS) +|:|ays|_ =
Client Screening I? Other Event(OE) —
You must indicate whether the client has signed a T e L esessment e Exp =
paper consent form. Discharge L ((é:lrg}Just Cond cl
*  WITS includes a copy of the Idaho Criminal EWETBtS‘ FEZ?U_TS Descripton
. . . . ncounter all
Jgstlpe consgnt form, which will be pre-filled GANI Summary
with information from the consent you save. GAN-O Assessment v
+  If you will be printing the criminal justice consent Comments| Other Disclosures|
form from WITS, OR if the client has not yet
signed the form, you must answer “No”. tncel ENE FRED
+  Once you obtain the client’s signature, you

should change the “Has the client signed the
paper agreement form” to “Yes”.

Note: You must file the signed paper copy in your
office.




Consent and Referral

Creating New Consents

Before you can save the record or print a pre-filled
form, you must indicate the consented domains and
expiration dates.

Use the Client Information Options box to select

items to consent.

+  Consents must expire upon a certain date or
condition. Use the radio button to indicate an
expiration condition, and fill in either a date or
number of days for the expiration date.

« Use the right-facing arrows to move the
Consented Items over to the Disclosure Section.

Note: Your Agency Administrator has the ability to
set up default Client Information Options.

Once you are finished, click Save.

To print the pre-filled Idaho Criminal Justice consent
form, click on the “Print Report” button on the top
bar, while holding the CTRL key.

Once you obtain the client’s signature, you should
change the “Has the client signed the paper
agreement form” to “Yes”. If you do not change the
answer, no information will be disclosed to the other
Agency.

. Once you have indicated the client’s signature and
click “SAVE”, the consent becomes read only. It can
be revoked by the client, but cannot be changed.

Note: Consented information may not be redisclosed.
Client Name: Mouze, Mickey

Disclosed From Agency: ldaho Department of Correction

Client ID: 1809666567110 %

Entitiez with Disclosure|

Client Disclosure Agreement

Agreements 4 |
Dizclosed To Agenc:.r| Mon System Agency v |
Dizclozed To Ent'rty|
(Non System Agency)
Purpoze for disclusure|
Conzent Date(S/5/2008
Has the client signed the_
paper agreement furm
Client Information Options Conzent Expirez Upon Dizclozure Selection

+DE‘;'3|
|? Date Signed(D3)  +payg =
[ other Eventog) o

Admission ~ |F Dizcharge(UD)
Behavioral Health Assessment

Client Infermation (Profils)
Client Screening
DENS AS| Azzessment

BENEASI Lie = F Crim Just Cond I—
igcharge e Exp

Drug Test Resultz t. ) )

Encounter Detail Description

GAIN-l Summary

GAIN-O Azzessment

=

Comments| Other Disclosures)

£ | hktpfidaho-training witsweb, org|System, asp

Jdano=WiTS

User:  Conrad, Jennifer
Administrative Agency, Administrative Unit
Client: Intake, Close | 10810187765403L | Case #: 1

e B @

[ =
0=
Print Report — Print 'dew




Consent and Referral

Creating Referrals

You may create a referral by clicking on Create

. . . Jser: Conrad, Jennifer | X ] April 2008, Ver1
Referral USInq thlS Dlsclosure Aqreement' dministrative Agency,, Administrative Unit i E
Client: Ben, Ben | nwnﬁassmnmm #1 Diagnostics Frint Report  Frint ew Logout
. H H I — T - - - . -
Complste required fields on the Client Referral. Home Page LIENT LISCI0SUre Agreement Create Referal Using this Disclosure Agreement
“ . . . N Agency Hote: Consented information may not be redisclosed.
Note: For “Continue this Episode of Care”, you e L&t ¥ Clenthame: Ben, B

Client ID: 1209968557120
Disclosed From Agency: Administrative Agency,

should answer “No.” Clent Profie b
Actiity Lt ¥

Click Save or Finish. The ref
know about the referral as they

red-to agency will
il have an alert on

Client Referral for Mouse, Mickey

their home page [ LEEm=TEs - Referred To
' Agency Idaho Department of Correction Signed sentsl First Responders vl
. Facilty Test Facil
The Referral will become read only oncg the save o wcity I Agency Non System Agency
finish button has been clicked. Staff Wember Conrad, Jennifer Facilty | |
Program | | Staff Member | |
State Reporting

Category F‘rugraml vl

oo | vl State Reporting

Category

N If Utherl Non-System Agency First Responders

lz Conzent Verification Regquired? Non-System Mudal'rtyl vl
Iz Conzent Verified? Non-System Specifier | w |
Centinue Thiz Episode of Care? Appt Date Undetermined b

Consents Granted

Comments

Referral Status | Referral Created/Pending W

Projectsd End Date |

Created Date S/5/2008 5:21 PM Cancel (Eave> Fnen>




Viewing Referrals (Referring

€ http:fidaho-training witsweb.orgiSystem. aspx

August 2008, Rev 2

You may view any consents or\eferrals you have made, : —
: Agency &
C‘W Lst ¥ 11112008 Administrative Agency Active Yes Review
To view the Consents or Referralsfor a particular ey 12008 Bobs Treatnent Agency i hoe Mo Reveu
client, when you are in the context &d the client, click iake
. . . Asgzezzments
on Consent or Referral under Activity List in the left
hand menu i Reft?rrfi.ls.
onrad, f August 2008, Rev2
2. To see all Referrals made by your agency, go to daho=WiT's Pl
Agency, then click on Referrals, then on Referrals - -
Out. Home Page Referrals for Administrative Unit gypqr
Af‘:"“ 'L_ . Referral Status Codes Search Criteria
gency Lis R .
3. Use the mover box to narrow your search by status Ageney Profe v ReferalreatedFendng
of referral. iz
Contacts
Governance »
4. Click Go. Relatoships b
Announcements
. . Referrals ¥
5. You can view a list of all referrals out and know o
which agencies have accepted them. Referak Out

y: Administrative Unit

. e Agency,
Note: Like other lists in WITS, you can sort the list mal bt
by cIicking on the column headers. Home Page Referrals for Administrative Unit gy
LIEER Referral Status Codes Search Criteria
Agency List ¥
Agency Profik b Placed/Accepted I eferral Created/Pending
Referred Terminated
Alases Refused Treatment
Contacts Rejected by Program
Govemnance b
Relationships b
Announcements = ! '
< Provider Trainin Outpatient Referral Administrative
Re-;:r';arlrsa;m Heviw;[101012005476020f ke, Bobj | 112000(111r/2006 AgencyﬂrmmnggFacility De‘t:xiﬁcahun CreatediPending Unit
Referrals Qut
Facility List b




Consent and Referral

I“r) There are currently 1 people that have been referred in.

A Ccep tlng Referrals k WITS Version : April 2008, Ver 1
When you log into the system, you are directed t Summary Posted Date Start Date Actions
your home page ThIS te”S you hOW many C|IentS | want everyone to have fun at the training today S/12/2008 1:35 AN SM172008 Review

have been referred into your agency.

Schedule for:
Start

Refresh EdivAdd Schedule

To find clients that have been referred into the e A
L] Referral Status Codes Search Criteria
agency, go to Agency -> Referrals -> Referrals Agency Ll ¥ — =
In on the left hand menu. AsencyPrnﬁbb Relerra\Creﬁted/Pending =]
Alissez Referred Terminated u
Contacts Refused Treatment v
Governance »
Relationzhipz
PTTITTEER lame CrestedDate Referred To Modality ~— Referral Status ~ Referred To Facility ~ Hon System Agency — Referral Comments
Referrale ¥
Referrals
Refera€ Out
FaciijyList

Use the Search criteria to search for referrals in.
You can narrow the search by Referral Status
Codes (using the right pointing arrow to move
them to the Search Criteria box) or you can
search for all referrals in by clicking Go.




Consent and Referral
Accepting Referrals

Once you click Go, the system returns all
appropriate items.

Referral Status Codes

Placed/Accepted
Referral Created/Pending
Referred Terminated
Refused Treatment

Referrals for Administrative Unit 50

Search Criteria

Click on Review to view the referral you wish to Actions Name Created Date Referred To Modality  Referral Status Referred To
see. Review  Aloha, Lulu 113002007 Family Services Placed/Accepted Adminiztrative Unit
Beview  Mouse, Minnie | 11/30/2007 Family Services Referral Created/Pending  Administrative Unit

Referrals are always sent with a Referral Status of
“Referral Created/Pending”. It is up to your agency
to change the status, either rejecting the referral or
accepting it brgchoosing the status of

“Placed/AcceptedidClick Finish.

Note: All other information for this re
only.

Client Referral for Mouse, Minnie

r Referre:El By
Agency Riverside Recowery

Facility Riverside Recowvery
Staff Member Stensrude, Kristine
Program

State Reporting
Category

Reaszon Service not available at this facility
If Other
Iz Con=zent Verification Required? Yes
Iz Conzent Verified? Yes

Continue Thiz Epizode of Care? No

Referral Statu3| Referral Created/Pending w

Projected End Date |

Created Date 11/30d2007 5:37 PM

r Referred To
Signed Consentz Administrative Agency,
Agency Adminiztrative Agency,
Facility Adminiztrative Unit
Staff Member

Program New Horizons

EERRETTEE WWoman with children outpatient
Category

Non-System Agency
MNon-Sy=stem Modality
MNon-System Specifier

Appt Date Undetermined w

Conzents Granted

Cancel @




Consent and Referral
Accepting a Referral

Client Profile

Once you accept the referral, you will be taken to [y rsttiame e Frovider Clent D

. . . .. Middle Name| Client ID 2749034785100
the client profile screen for that client. This is a Lost Name [lause
direct copy of the client profile information in the Record Created By Conrad, Jennifer
Referred'from AgenCY- Gender | Female v| Last Updated By Conrad, Jennifer

DoB W Created Date 5M2/2008 1:03 PM

You may update the client profile if necessary. ﬂ [413-69-8374 Last Updated Date 5/12/2008 1:03 P
Note that the Unique Client ID will be carried over Driver's License [ &
from the first agency. It is not recreated and
remains the primary method for linking clients Hes paper fie[Yes V]

across all agencies in the State.

Client Search

If you wish to view the activities that have been fgeney Facity | v
consented to you for this particular client, you First ame minnic Last are
must query on the client in the client search m:'i;: Pmmm'::’lzl
screen. Go back to the client list screen, and Trestment Safr| 3 ———
query on the client name or other identifier. Case Status | Al Clents v intake Staft | o
other Mumber[ | Number Type | v] Cear &I
This will give you a list of all consents from outside
agencies for this particular client. You may click e :‘"'"':"E e T S ﬂ"w

on the Activity List for the consent you wish to
view, to see the consented activities associated
with that particular consent.

Note that you cannot re-consentNpe activities to

Clients with Consents from Outside Agencies

another agency. You must perform\qctivities in Aaency ClientId Client liame D03 ssu Temeis Actions

Riverside Recovery 2743034733100 Mouse, Minnie T/411980 413-69-8374 Female Activity List

your own agency, get client consents™and refer
them to other agencies.

Consented Activity List from Riverside Recovery for Mouse, Minnie

PROHIBITION ON REDISCLOSURE OF INFORMATION CONCERNING CLIENT IN ALCOHOL OR DRUG ABUSE TREATMENT

Thiz notice accompanies a disclozure of information concerning a client in alcoheldrug abuse treatment, made fo you with the consent of such client. Thiz information has
been dizclozed fo you from records protected by Federal confidentialty rules (42 CFR Part 2). The Federal rules prohibit you from making any further dizclosure of thiz
informaticn unless further dizclosure iz exprezsly permitted by the written conzent of the perzon to whom t pertainz or a= otherwize permitted by 42 CFR Part 2. A general
authorization for the releaze of medical or other information iz NOT =ufficient for thiz purpose. The Federal rules restrict any use of the information to criminally investigate or
prozecute any alcehol or drug abuze patient.

Activity Case # Activity Date Created Date Status Actions

GAIN-O Azsezzment 1 S/12/2008 SM22008 Completed




Final Information
Closing a Case

Normally, cases are closed as individuals are
discharged from treatment modalities. This feeds into
TEDS reporting for many states using WITS.
However, since ldaho is not currently using Admission
and Discharge Screens, it will be important to close

K X . Activity Date Created Date Status Actions
closelopen Intakes. This will allow a new intake when Client Information (Profie) 4110/2008 41902008 In Progress (Detailz) Review
the client re-enters the system at a later date. Intake Transaction 4102008 4102008 In Progress (Detaik) Review
1. To close an open Episode of Care (Intake), click

on Review for the intake from the Client Activity

List.

Note: The client profile and intake must be Intake Case Information

Comp|eted to close the intake. % Intake Facility| Administrative Unit - Caze#1

Intake Staff| Conrad, Jennifer b |a_='| Case Status| QOpen Active “
2 On the Intake Screen enter a date in Date Initial Contact| By Appointment L4 Date of First Contact{4/3/2008
- b
Closed. Click on Save and Close this Case, County of Res.| ADAMS 4 intake Date|10/2008
Source of Referral| Alcohel Detox or Residential Program b Pregnant No Due Date
Referral Contact w

3. The intake will become read only. Click Finish Add Referral Contact Info HIV Posttive v

to exit the screen. Past IV Drug Use| No v

Presenting Problem (In Client's Own Words)
djfdkfidkfidk

Special Ritiative Special Inttiative Selected

e j Adult with Organic Dizsorder wio SED
istent Mental liness =]
isturbance j
al Disturbance b
Inter-Agency SerNes N\ Inter-Agency Service Selected

Child Protective SeNices (OCS) A
Court/Legal Interfac =]
Developmental Dizabilivgs

Domestic Violence . b

Date Closed Save & Close the Case Cancel ﬁ @

|50 [l
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Final Notes
Client Activity List

The Client Activity list is a great source of i) Lt L
Agercy» Actity Aty Date Creted Date Status Acions

information as the Agency begins to work with o T

clients. From this, you can find activities that have  ymmes
been performed, their dates, and details fciiiy ] ¥
associated with them.

Client Information (Profile) 5122008 5122008 In Progrezs (Defaik) Review
SM212008 Completed

Intake Tranzaction

Another key item to note is that some activities
are “Completed”. This means that all fields in light
yellow have been completed.

Activities which say “In Progress” indicate that
light yellow fields have not all been completed.
These are usually associated with State or
TEDS/NOMSs reporting. By clicking on the Details
action link, you will get a small window showing

you the items that must be completed. >

_i:_ldahu-WITS - Windows Internet... HL|EJ

£ | http: ffid-ga.witsweb, orgf/System. aspx?stateMaching:

Client Information (Profile) Progress
& Ethnicity i= miz=ing.
® Address iz emply. %

[g €D nternet F 00 v




Final Notes

Reports

From the left hand menu, choose Reports. —>

Choose the report you would like to run.
Enter the report criteria, and click Go.

Once the report returns, WITS gives you

option to export the report, print, or finish.

Report Title Contains: | T
Report Catalogue

Title

Home Page

Agency

Client List b=

System Administration -

My Settings Access

Admissions: Client Demographics

Agency Client Movement

Client Demographic by Substance
Program Client Mowvement

Referrals in by Agency

Referrals out by Agency

Wiaitlist by Agency, Faciliby & Program

Program Enrcliment Counts

Clignt List by Program
Agencw/Facility Client Terminations
Programs-Sta ffing Allocations
Unfinished Client Activities

Security
Staff Permizsions Summary

Note: Not all reports will be useful at this time
with Idaho’s limited scope. However, there are a
few that show referrals as well as client profile

Admission Data
Client Profile Data
Combined Mote Data

Miscellaneous

information.

Discharge Data

Encounter Data

Referrals in by Agency

Agency Adminiztrative Agency,

I From To

Date F‘.ange| |

Cancel 3

Referrals in by Agency |

Purpoze: This report liste countz and percentages for referral status for all clients who have been referred in by outzide agencies. Percent referred by this agency and percent
referred in from all agencies out of total clients is also given.

Report Criteria
’VAgency Administrative Agency,

# % Placed % Placed %
S # Referral % Referral #Referral % Referral 2 - Rejectsd Rejected & = Total  Refy
Beferred Terminated Terminateq Seiused Befused - by onthe —onthe  oororeq pyt
M M Lreated/Pending Created/Pending Terminated =
Treatment Treatment Waitinglist Waitinglist

by Program Program Age
TUEELE 100% 0 0.0% 0 0.0% 0 00% 0 00% 0 00% 3 100
Recovery

[Totals] 3 100% 0 0.0% i 0.0% 0 00% 0 0.0% 0 0.0% 3 100




Final Notes

How To Get Help

*To obtain a Production login (for live clients), please contact Don Corbridge at Corbridd@dhw.idaho.gov or call 208-
332-7231. You will be sent an Access Form, and your account will be created once you complete the form and return it
to Don.

For issues with the GAIN-ABS system, contact abssupport@chestnut.org or 309-451-7700.

*For issues with WITS, contact either your Agency Administrator (larger Provider Agencies) or Don Corbridge
at Corbridd@dhw.idaho.gov or call 208-332-7231.

*For question about administering the GAIN instruments: http://training.gainabs.org/




